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1.
INTRODUCTION
1.1 
Background

Provide background on the project i.e. linkages to other priorities and initiatives. Refer to outline Business Case

2.
PROJECT DEFINITION
2.1
Project Objectives

List the primary objectives of the project linking them to the Business Plan.

2.2 Project Deliverables and Benefits

List the key outcomes from the project and any documentation requirements for handover on completion of the project.

State the Benefits of the project making reference to the various stakeholders i.e. customers, local authorities, employees etc

2.3
Assumptions

The following has been assumed:

· Approval to proceed with this project is received;

· Appropriate central and local governance arrangements will be put in place;

· Staff resources will be made available;

· Financial resources will be made available;

· Appropriate stakeholders will be consulted.

· List any other assumptions

2.4
Risks and Issues


Provide detail on the potential risks and issues associated with the project.


Identify the risks within the Risk Register.  See Appendix 1.

2.5
Project Costs

Detailed forecasts on costs should be inserted along with a narrative on assumptions included in those forecasts.

	Project
	Budget Forecasts

	 
	Q1 2006/07
	Q2 2006/07
	Q3 2006/07
	Q4 2006/07

	Activity A
	 
	 
	 
	 

	Consultants
	 
	 
	 
	 

	Research
	 
	 
	 
	 

	Publications
	 
	 
	 
	 

	 
	 
	 
	 
	 

	Activity B
	 
	 
	 
	 

	Consultants
	 
	 
	 
	 

	Events
	 
	 
	 
	 


3
PROJECT ORGANISATION

Outline the management methodologies that will be adopted for this specific project. Provide information on the reporting lines, roles and responsibilities of  the project manager.

4.
PLANNING
4.1
Baseline Project Plan

A baseline project plan should be included as Appendix 2 
4.2
Quality Plan

Outline the approach taken to ensure project Quality i.e. analysis of deliverables and/or the use of peer group reviews. 

4.3
Project Controls


Outline processes for project controls such as:

· Review of PID and project plans.

· Forecast Budgets versus actual expenditure.
4.4
Outline Business Case


Enhance and confirm or otherwise the outline Business Case

5.
CONCLUSION
APPENDIX 1


RISK REGISTER

	Risk No.
	Risk Description
	Programme or Project  Objectives Affected
	Risk 

Probability

(H/M/L)
	Risk Impact

(H/M/L)
	Risk Response

(Tolerate, Treat, Transfer, Terminate)
	Consequence of Risk

(Corporate, Political, Financial, Operational, Legal, Reputational)
	Risk Reduction Measures
	Owner
	Next Review
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